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L!ﬁlﬁgﬁli!i§: Ses ssparate instructions for conpl:eton of f TOR RECORDS MANAGEMENT DIVISION USE

1 :l_p'pllcntiun Date
" April 3, 1973
k 2 _-\"l'-hcr Application fo.
13- 14
AGENCY, Divimicn, Sybdiviaton & Aduilnistering Office Address
" Georgia Department of Public Safety
Staff Services Division, Planning Section

_frront and redarse of this form. Sign origimal and twe copies

and forward to Department of irchives and Histery, Attention:
) .

Records Management Officer. |

Person to Caoptart
L]

Warren C. Witte

Date Received Application: No. ! Date Completed
k]

AL |

; Forms and Records Management Unit

VWorking Title .fgl. | L3

RECORD WILL CONTINUE TO ACCUMULATE

5 959 E. Confederate Ave, Supervisor, FARM Un1 ext. 21
Y AR UL M T4 A—
' Eﬂ ESTABLISH DISPOSITION STANDARD; E] DISPOSE OF PRESENT ACCUMULATION;

NO FURTHER ACCUMULATION ANTICIPATED,

SR —

“Earliest & Latest

i%g& 330f Series

What is the function of the office in which this record series is afeated?

’

The Personnel Section shall be responsible for the recruitment and the disengagement of
personnel and the preparation and maintenance of personnel records. The Fiscal Services
Section shall be responsible for departmental accounting and the preparation of budgets
and financial reports. The Ligistics Section shall procure supplies and supervise the
issuance of and maintenance to supplies and equipment necessary for the success of the
Department's mission. The Management Services Section shall provide planning and
analytical support, including procedures writing, forms design and control, records
management, and reproduction services.

9-Ex&¢t Series Title
Active Forms History File
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1 _11 This file contains the following documents (include form numbers and tltles, if any,
and file arrangement).

Documents relating to the forms of the Department of Public Safety.

Included are samples of forms of the Department of Public Safety. Form Request (DPS-4)"
and specifications.

File is arranged numerically by form number.
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ATTACH SAMPLES OF THE FILE
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AVERAGE DAILY REFERENCES

1.2? . EQUIPMERT NCCUPIEL No., of Drlvcrl Cu. Pt. of Records Wo. of Drawers CQ. Pt; af Records |3
' . ANNUAL RATE OF ACCUMULATION
Letter-slice File Dravers 1 1/2 2.25 l 1/2 2-25
= = e _ . H
In Drticels) Tn Storage Arealas) |-
Legal-size File Dravers Fioor Space Qccupled (SQunre lcrt)_ e — - H
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F‘JQUESTIONNAI RE Pioce an 2" tn the proper colums. If snever 18 "TES." plesse explain ~ YES® NO |
13. Is this the Record Copyfof the series? S ' | i x] [ ]
1k, Is there a duplication of this deries in another office or agency’ . { ; {1 ]

;
15. Is the 1nformat10n contained in this series ever summarized or publlshed? [ 1 [x]
Attach copy of summary or publication. P
16. Does the seriés contaln classified information' requiring security handllng? . [ 1 [x]
17. Does the series initiate, emend or terminate agency‘policies and procedures? { ] [x]
18. Could the function be performed if the files were lost or destroyed? | '[x] ‘{ ]
19. Is the series {or major portion of it) regularly microfilmed? If yes, why? [ 1 [*¥]
20. Does the record series ?rovide data as input to an EDP file? | [ 1 [¥]
21. Does the record series contain documentation produced as EDP printout? [ ] [x]
22. Has the Federal éeégrnment issued instructions governing the retention/dispo- .[ 1 [¥]

sition of these files?

23. Wlll there be a need for these records 10, 15 years from now? If yes, what? [(*¥1 [ 1

—_ : : . . -Same—form in-case—

2L, REQUIREMENTS » The following requires the files to be kept_ i 4ofinite V8TS!

a.[ JSTATE b.[]STATU’I'E OF c¢.[]AUDIT = d.[]FEDERAL e.[JADMINISTRATIVE f.[ JHISTORICAL
LAW LIMITATION PERIOD LAW DECISION VALUE
(Cite Law, Statute, or other reasonm for the retention requirement)

File needed to carry out forms management in Department

- ——— e —-

25. AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end
of each -[)JCALENDAR YEAR -[]FISCAL YEAR -KJOTHER__ see below = _ »then:

] Hold in the current files area - "month(s)/ year(s):

} Transfer to [ ) State Records Center [ 1 Local Holdlng Area, hold year(s):
Destroy. :
Transfer to State Archives for permanent retention.

]
]
Destroy immediately after cut-off.
;% Other: y(Speclfy) v Destroy when obsolete, superceded or no longer needed for

(*’ff/Concur ( ) Nonconcur

Records M Of'ftcer (S'Lgnature) ‘ate‘ OTHER REQUIRED SIGNATURES DATE

26. Recommendatwns Aency Head/Designee\ - .
in paragraph 25[[2] Approved Disapproved | D7 ot ‘ Gegny
are: ate Auditor/Designee .
] Airoved Disapproved l \\u d Y/ — N ‘ §9-13
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